Training 3-4:
School Update Forms

Carolyn Stanford Taylor, State Superintendent

Welcome to the Wisconsin Department of Public Instruction’s (DPI) training
module on the Private School Choice Programs. We will refer to the Private
School Choice Programs as “Choice” or “Choice program” throughout this training.
The Choice program is governed by Wis. Stat. §§ 119.23 and 118.60, as well as
Wis. Admin. Codes ch. Pl 35 and 48. Provisions of this training module are subject
to statutory and rule changes.

This training module will describe the forms that enable a Choice school to make
changes to information submitted as part of the Intent to Participate, to governing
board members, and to Choice administrators and designees.



School Update Forms

This training will cover the four forms below.
*School Information Update Form

* Choice Administrator Authorization and

Update Form
* Designee Authorization and Update Form

» Governing Board Update Form
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This training will cover the four forms below.

School Information Update Form

Choice Administrator Authorization and Update Form
Designee Authorization and Update Form

Governing Board Information Update Form

The School Information Update form can be used to change a school's name, add
or remove a school location, and change the grades offered to MPCP, RPCP,
and/or all grades available (including those not offered to Choice students).

The Choice Administrator Authorization and Update form can be used to
establish a new Choice administrator for a continuing school and to change
contact information for an existing Choice administrator.

The Designee Authorization and Update form can be used to establish a new
designee (designated by the Choice administrator to assist with processing
applications), remove a designee, and change contact information for an existing
designee.




The Governing Board Update form can be used to add or remove a governing
board member annually (due by August 1) and should be used by governing board
members to report a name or contact information change anytime it occurs.



School Information Update Form

Choice administrators may use this Qualtrics form at any

time to report the following:
» Change in school's name.
+ Addition or removal of a school location.
* Change in grades offered to MPCP, RPCP, and/or all

grades available (including those not offered to Choice

students).

‘ﬂ__

The form is located on the School Submitted Reports and Forms webpage and
must be submitted electronically. Choice administrators may use this Qualtrics
form at any time to report a change in a school's name, the addition or removal of
a school location, and a change in grades offered to MPCP, RPCP, and/or all grades
available (including those not offered to Choice students).




General Information

School Information Update

Form (continued) Festiorme
] BENE \SWRIILIT IS Last Name
Current Name of Your
. .« . . School

* A Choice administrator must first City Where Your School

provide general information

abOut the SChOOi - nd thé reasons in which program(s) does your schooi participate? Check aii inai appiy

for su bmitting the form. O Choice - Wisconsin Parental Choice Program (WPCP)

O Choice - Milwaukee Parental Choice Program (MPCP)

[ Choice - Racine Parental Choice Program (RPCP)

. If a SChOOI aISO partiCipateS in the [0 Special Needs Scholarship Program or SNSP

Special Needs Scholarship
. f the school is participating in the SNSP and the change also applies to SNSP, they should also

Program (SNSP), thls form Ca n,t l:c:rr;p\elz a ISchi)Or\l\n:)orln;lon”Ede;e formdf;rr‘ihehSNgSP ‘avau;g]e zatl'm;r~\»I ti:th.-,ymh, I ‘d ::,x

be used to Submit a Change for education-options/special-needs-scholarship/school-reports

Check the box next to the reason(s) for completing this form

O Updating the school name
O Adding/removing school address
[ Updating grade levels served for MPCP

) ook o oo doate oo d o DDAD
Updating grade ieveis seived ioir RPCP

[0 Updating ALL grade levels (this includes grades not offered to Choice students)
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A Choice administrator must first provide general information about the school
and the reasons for submitting the form. If a school also participates in the Special
Needs Scholarship Program (SNSP), this form can’t be used to submit a change for
SNSP.



School Name Change

School Information Update

s School N Ch
Form (contl nued) N;:rechho?)r/rgjlmo!i:g?ge its Federal Employer Identification Number (FEIN) through this form. If a
school is considering a FEIN change, contact DPI at DPI. PrivateSct hoice@dpi.wi.gov for
information about next steps
e A Choice administrator Wi” See New name of your
. . school

these sections of the form if they Elockodsle o1

are updating the schooi’s name

and/or adding or deleting school Locations

locations.

If you need to change a current location address, please remove the incorrect address and then in
another location field, add the correct address For example, if a school needs to remove 1 location
and add 1 location, it should select 2

* Aschool can’t change its Federal
Employer Identification Number
(FEIN) through this form.

Locations

How many locations are being added or removed?

O 1
Q2
O3
O4

Os5
QO If more than 5 locations, contact DPI at privateschoolchoice@dpi.wi.gov

The Choice administrator will be guided through the relevant sections of the form
based on the Choice administrator’s answers regarding why the form is being
submitted. A Choice administrator will see the sections of the form seen on the
slide above if they are updating the school’s name and adding and/or deleting
school locations.

A school can’t change its Federal Employer Identification Number (FEIN) through
this form. If your school is considering a FEIN change, please contact DPI at
DPI.PrivateSchoolChoice@dpi.wi.gov for information about next steps.



MPCP Grade Changes

Grades offered for the MPCP may be changed prior to an open application period by submitting this

School Information Update
Form (continued)

A school should not remove grades unless
eligibility determination or have alre;

it does not have any applications that are pending an
bt t grade

Schoois do noi need io noiiiy ine DFi if inere are i umber of seais avaiiaie ior a grade

A Choice administrator who needs to update grades available
will complete a screensimilar to the one to the seen on the right.

ny grades offered to MPCP students at

There is a different portion of the form for MPCP grade
changes, RPCP grade changes, and changes to all grade levels
available, which includes those not offered to Choice students.

A SChOOI Should nOt remove grades un|eSS it does not haVe any f’;e(' ALL grades offered to MPCP Choice students at your school, whether previously reported or
appiications that are pending an eligibiiity determinationorthat ...
have already been determine eligible in that grade. D0 Kéwith Outreach 6 FTE

[ K5 S5FTE
O K5 6 FTE

A school can’t update WPCP grades through this form. WPCP S
schools may not add WPCP grades on or after the first weekday
in February (the start of the WPCP application period).

Oo0o0o0o0ooooooo
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The page above illustrates one of the three (3) sections where a school can change
the grades offered to students. One section pertains to MPCP students, the next
section pertains to RPCP, and the final grades section pertains to grades for all
students (including those grades not offered to Choice students).

A school should not remove grades unless it does not have any applications that
are pending an eligibility determination or that have already been determined
eligible in that grade.

A school can’t update WPCP grades through this form. Schools may not add
WPCP grades on or after the first weekday in February. If a WPCP school would
like to add grades prior to the first weekday in February, the school should email
privateschoolchoice@dpi.wi.gov.



Choice Administrator Authorization and Update Form

This fillable PDF form can be used at any time to:

» Establish a new Choice administrator for a continuing school.

* Change contact information for an existing Choice administrator.

Establishing a new Choice administrator requires:
« Signature of the Choice administrator,
« Signature of the Governing Board Chair, and
« Affirmation that Choice administrator has read the trainings and completed both the OAS

Access Quiz and the Program Requirements Quiz.

Changing contact information for an existing Choice administrator requires:

 Signature of the Choice administrator.

‘ﬂ__

This fillable PDF form can be used to establish a new Choice administrator or
change the contact information for an existing Choice administrator. The formis
located on the School Submitted Reports and Forms webpage.

If a school is establishing a new Choice administrator, the form must include the
signature of the Choice administrator, the signature of the Governing Board Chair,
and affirmation that Choice administrator has read the trainings and completed
both the OAS Access Quiz and the Program Requirements Quiz.

If a school is changing contact information, the form must include the signature of
the Choice administrator.

The form must submitted via email to privateschoolchoice@dpi.wi.gov.



Choice Administrator
Authorlzatlon and Update

f e ==

A Choice administrator must complete
Section | of the form, which provides

ge

W%

enera I |‘nf0rinauon dUUUL LHE bLllOOi
and effective date of the change.

If a new Choice administrator is being
established, Section Il of the form must
be completed. In this section, the new
Choice administrator must provide
information verifying that they meet
the requirements to become a Choice
administrator.

I. GENERAL INFORMATION

School Name School City Effective Date

Il. NEW CHOICE ADMINISTRATOR INFORMATION

Choice Administrator's Name First and Last | Choice Administrator's Email Address Choice Administrator's Direct Phone Area/No.

Choice Administrator's Personal Mailing Address Street, City, State, Zip (Must be address other than school address)

Under Wis. Stats. §§119.23(2)(a)6.b. and 118.60(2)(a)6.b. administrators of private schools participating in the PSCP must have at least a bachelor's
degree from an accredited institution of higher education or a current teacher or administrator license from the DPI. Check which of the requirements
the administrator meets and compiete the information under ine appiicabie requirement. A private Schooi that does not comply with this requirement is
ineligible to participate in or receive funding under the PSCP. If any of the information provided in answer to this question is found to be incorrect or
misrepresented, the private school will not be eligible to participate in or receive funding under the PSCP.
| have select one:

At least a bachelor's degree from an accredited institution of higher education. Complete the first column.

A license issued by the DPI. Complete the second column.

At least a bachelor’s degree from an
of higher License issued by the DPI
Name of Accredited Institution of Higher Education Type of License Check one
Administrator Teacher
City and State Entity (License) Number
Date Received Mo/Yr. | Degree Type Check one Date License Expires Mo/Yr.
Bachelors Masters Doctorate
1 AUTHORIZE the designees identified by the previous Choice administrator for the schodt. # you indicate 7o, aif curent designees will be removed.
To add or remove individual designees, complete the Designee Authorization and Update form found on School Submitted Reports and Forms

Yes No

Review the affirmations below and check the box if you agree. The Choice administrator form will not be authorized if both boxes below are not checked.

| AFFIRM that | have read the Program Requirements Training and that | have Quiz OR | have
been a Choice administrator within two years of the effective date listed in Section |

If you still need to complete this quiz, go to the Choice Program Training and Quiz webpage and do so prior to submitting this form.

the Program

cess training: nd lh nave Sus esslulry completed the OAS Access Quiz OR | have been either a Choice
tietad i

If you still need to complete this quiz, go to the OAS Access Tralnlng and Quiz webpage and do so prior o submitting this form.

All Choice administrators must complete Section | of the form, which provides
general information about the school.

If a new Choice administrator is being established, Section Il of the form must be
completed. In this section, the new Choice administrator must provide
information verifying that they meet the requirements to become a Choice

administrator.
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Choice Administrator Authorization
and Update (continued)

° If C h . d . . Page 2 PI-PCP-120
a neW O I Ce a m I n ISt rato r Ill. GOVERNING BOARD AUTHORIZATION FOR
> » . NEW CHOICE ADMINISTRATOR
IS be | ng esta bI IS hed the By signing below, | attest that | am the goveming board chairperson and that the g g board has the named in Section Il to
’ serve as the Choice administrator. This change is to take effect on the date indicated in Section |.

gove rn i ng boa rd Ch a i rpe rso n Govemance Board Chairperson's Name First and Last
must complete and sign

Board C 's [~ Date Signed Mo./Day/Yr.
Section I l | Of the form If electronic signature is not used
. r
.
[ ] S I V f h f bl IV. CHOICE ADMINISTRATOR
eCtlon O t e O rm ena es CHANGE IN CONTACT INFORMATION
ex i St i n o C h 0 i Ce a d m i n ist rato rs Existing Choice Administrator with Changed Contact Information
o5 Updated Personal Address
. Name New Name Other than School Address Updated Phone
to u pd ate t h e | r CO n ta Ct First and Last First and Last Street, City, State, Zip Number Updated Email Address

information.

« Choice administrators must
always complete and sign
Section V of the form.

‘ﬂ__—

If a new Choice administrator is being established, the governance board
chairperson must complete and sign Section Il of the form.

V. CHOICE ADMINISTRATOR SIGNATURE

Section IV of the form enables existing Choice administrators to update their
contact information.

Choice administrators must always complete and sign Section V of the form.



Designee Authorization and Update Form

This fillable PDF form can be used at any time to:
» Establish anew designee (designated by the Choice administrator to assist with processing
applications).
* Removea designee.
« Change contact information for an existing designee.
Establishing a new designee requires:
« Signature of the designee
+ Affirmation that the designee has read the trainings and completed the OAS Access Quiz, and
* Signature of the Choice administrator.
Removing a designee requires:
« Signature of the Choice administrator.

Changoino contact information for an exictine
Changing contact infermation for an existing

« Signature of the designee.

‘ﬂ__

This fillable PDF form can be used at any time to establish a new designee
(designated by the Choice administrator to assist with processing applications),
remove a designee, and change contact information for an existing designee. The
form is located on the School Submitted Reports and Forms webpage.

Establishing a new designee requires the signature of the designee, affirmation
that the designee has read the trainings and completed the OAS Access Quiz, and
the signature of the Choice administrator.

Removing a designee requires the signature of the Choice administrator.

Changing contact information for an existing designee requires the signature of
the designee.

The form must be submitted via email to privateschoolchoice@dpi.wi.gov.
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Designee Authorization and
Update (continued)

The person submitting the form must
complete Section | of the form, which

prowues ge‘nerdl IlllUrﬂldLIUH dUUUl.
the school.

 |If anew designee is being established,
Section Il of the form must be
completed. In this section, the new
designee will need to provide
information verifying that they meet
the requirements to become a
designee.

|. GENERAL INFORMATION

School Name Sehool City Effective Date

1L NEW DESIGNEE INFORMATION

Designee 1 Name First and Last Designee’s Emal Adaress Designee's Direct Phone Area/No.

Designee’s Personal Maling Acdress Street, CXty, State, Zip (Must De a0dress other than school address)

: J | aMmm that | have read the OAS Access rainings and that | have successfully completed the OAS Access Quiz OR | have deen a Chokce
acministrator or Gesignee WIthin two years of the effective Gate isted In Secton 1. If you SO need o complete this QUZ. 9O 10 the OAS Access

Iraning 2nd Qi wehaans and 4o £0 pror o cubmitting thic farm

If the above DOX Is not checked, this designee wil not e authorized

1 CERTIFY AND ACKNOWLEDGE, BY SIGNING THIS FORM | will réport throughout the year any changes In my contact Information o the DPI using
this form.

| FURTHER ACKNOWLEDGE that If the private school 's Darmed of terminated from the PSCP, | may be prohibited from having an ownership interest
In or serving 3s an officer, director, trustee, administrator, administrator designee, Of person responsibie for administrative, inancial, or pupll heaith and
Safety matiers, for COMpensation or 35 3 volunteer, at another private School Participating n the PSCP, for seven years from the date of the state

Superintendent's order baming or terminating the private school from the PSCP.

Designee's Signature (LD Date Signed Mo./Day/Yr.
Ir electronic signature IS not used

r

Designee 2 Name First and Last Designee’s Emal Address Designee's Direct Phone Area/No

Designee’s Personal Maling Address Street, Clty, State, Zp (Must be address other than school 3daress)

O |xrrmmauMeveumOA.meuuarngunumrlnavuwuuurynonp»uano.«,w:mouzo-nmveoemacnou
SSmnkstaior oF Seeignes Within a0 years oF the afective S3te BoleS I SaChon L ¥ yOu 55N nead fo compiete s QT 0 o the SAS Acte

11aning 200 QUZ Webpage ana G0 $0 PrOF 10 SUDMTING his form.
If the above DOX I ot checked, this designee wil Not De authorized.

| CERTIFY AND ACKNOWLEDGE, BY SIGNING THIS FORM | will report throughout the year any changes in my contact information 1o the DP1 using
this form.

| FURTHER ACKNOWLEDGE that If the private school ' Dared of terminated from the PSCP, | may be prohibited from having an ownership interest
In or serving 3s an officer, director, trustee, administrator, administrator designee, of person responsibie for agministrative, inancial, of pupll heaith and
safety matiers, for COmpensation or as a volunteer, at another private school participating n the PSCP, for seven years from the date of the state

superintendent's order namrE of terminating the private school from the PSCP
Designee’s Signature

r

Date Signed Mo./Day/Yr.
Ir electronic signature is not used

The person submitting the form must complete Section | of the form, which
provides general information about the school.

If a new designee is being established, Section Il of the form must be completed. In
this section, the new designee will need to provide information verifying that they
meet the requirements to become a designee.

4
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Designee Authorization and
Update (continued)

If anew designee is being
established, the Choice administrator
must complete and sign Section Il of
the form.

Section IV of the form enables
existing designees to update their
contact information.

Section V of the form can be used by

A Chnire adminictratar +n
A Nl iIVIVOC AuTiIiniiovi alvwval vw

designee.

‘

Page 2 PLPCP-121

1. NEW DESIGNEE INFORMATION (contd)

Designee 3 Name First and Last Designee’s Emal Adaress Designee's Direct Phone Area/No.

Designee’s Personal Maling Acdress Street, Cty, State, ZIp (Must De 3ddress ofher than school address)

1 2T that | have read the OAS Access trainings and that | have successfully completed the OAS Access Quz OR | have been 3 Choke
acministrator of Cesignee WIthin two years of the effective Gate isted In Secton . If you S5 need 1 compiéte this QuZ. 9o 1o the QAS Access
Trahing and QuZ webpage and 6o 50 Priof 10 SUDMTING this form.

If the above DOX Is not checked, tis designee wil ot be authorized.

| CERTIFY AND ACKNOWLEDGE, BY SIGNING THIS FORM | will report throughout the year any changes in my contact Information 1o the DP! using
this form.

1 FURTHER ACKNOWLEDGE tat If the private 5chool s Daimed of terminated from the PSCP, | may be prohibited from having an ownership interest
n or serving a5 an officer, director, trustee, AMINiSITator, AAMINISIrator esignee., O PErson rESpONSIDie for AAMInistrative, Aancial, o pUpll Realtn and
safety matiers, for COMPENsation Of 35 3 volunteer, 3t anotner private SChool PArLCIPating n the PSCP, for seven years from the date of the state
superintendent's order Daing of teminating the private school from the PSCP

Designee's Signature B> Date Signed Mo./Day/Yr.
It electronic signature Is not used

-

Nl CHOICE ADMINISTRATOR AUTHORIZATION
FOR NEW DESIGNEE(S)

1 CERTIFY, by signing below, that | am the Choioe aaministrator, that this Information Is e and comect 1o the dest of my knowkedge, and that the
Gesignee(s) named In Section I has been authonzed 1o certy PSCP student appiications and have acoess o the PSCP online appIcation system for
the chool named In Secton | begNning on te effectve date INGicaed In Section |

Choice Aaminisirators Name FIrst and Last

Choice Aaminisirators Signature Date Signed Mo /Day/Yr.
¥ elecronkc signature is not used

-

IV. EXISTING DESIGNEE
CHANGE IN CONTACT INFORMATION

Name First and Last New Name I appicavie Updated Phone Area/No. | Updated Emal Adaress

UPpGated Personal AGOress OmMer Man SChool Aaress

Excironic Signature
Street, Cxty, State, Zip

Date Signea r erectronk
signature Is not used

-

V. CHOICE ADMINISTRATOR
REMOVAL OF DESIGNEE

If a new designee is being established, the Choice administrator must complete

and sign Section Il of the form.

Section IV of the form enables existing designees to update their contact

information.

Section V of the form can be used by a Choice administrator to remove a designee.

4
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Governing Board Update Form

This fillable PDF form should be used by governing board members to report a name or
contact information change anytime it occurs. This form can also be used annually (due by
August 1) to:

* Add a governing board member.

* Remove a governing board member.

Adding or removing a governing board member requires:
= Signatiire o b
« Signature of Choice administrator

Updating name or contact information for a governing board member requires:
« Signature of impacted board member

« Signature of Choice administrator

‘ﬂ_._

This fillable pdf form can be used annually (due by August 1) to add, change
contact information, or remove a governing board member. The form is located on
the School Submitted Reports and Forms webpage.

Adding a governing board member requires the signature of new
board member and the signature of Choice administrator. Removing a
board member requires the signature of the Choice administrator. A
board member who has been removed from the board is not required
to sign the form.

Updating name or contact information for a governing board member
requires the signature of impacted board member and the signature
of Choice administrator.

The form must be submitted via email to
privateschoolchoice@dpi.wi.gov.



1. GENERAL INFORMATION

Governing Board ——— o
Update Form (continued) s =

| |
Iil. CHOICE ADMINISTRATOR SIGNATURE
* The person submitting the form must complete Mt mrmen s s oo e o e (s o 1 st o s s
cormect. If this form is only being used to notify the DPI of name or contact information changes for existing board members, a Choice administrator

Section | of the form, which provides general LT M —
information about the school.

Signstirs of Chiolos Adminktator Sats Signad Complsts ¥ ot ust

>

+ Section Il must be completed and signed by the [reeeye—

1CERTIFY AND ACKNOWLEDGE, BY SIGNING THIS FORM, | wil report throughout the year any changes in my contact information o the DP1 using

Choice administrator if any board MEMDErs are i | ARTHER AcKNOwLEDGE vt v e s s bare ot s e PSCP. |y e et b o0 currn

interest in or serving as an officer, director, trustee, administrator, administrator designee, or person responsible for administrative, financial, or pupll
health and safety matters, for compensation or as a volunteer, at ancther private school participating in the PSCP, for seven years from the date of the

being added or removed through the form. e supaceisnden ordrbriog o eminatng h pevas schot o h PSP

Now Governing Board Members Since Last Submission (ist)

Date Signed
Dato Member | Address Other Than School Address Complete if not using
Name Joined Board Street. City. State. Zip Electronic Signature electronic signature

* If anew board member has joined the board
since the last time the form was submitted, the
“New Governing Board Members Since Last

Submission” portion of Section iii on page 1
must be completed.

‘__—

The person submitting the form must complete Section | of the form, which
provides general information about the school.

Section Il must be completed and signed by the Choice administrator if any board
members are being added or removed through the form.

If a new board member has joined the board since the last time the form was
submitted, the “New Governing Board Members Since Last Submission” portion of
Section Il on page 1 must be completed.



Governing Board
Update Form (continued)

If a board member has changes to their
name or contact information, the
“Governing Board Members with
Changed Contact Information” portion of
Section Ill on page 2 must be completed.

If aboard member has been removed
from the board since the last time the
form was submitted, the “Governing
Board Members to be Removed Since
Last Submission” portion of Section Il on
page 2 must be compieted.

‘

Page 2

PI-PCP-56

lll. GOVERNING BOARD CHANGES / SIGNATURES (cont'd)

Governing Board Members with Changed Contact Information (list)

Name

New Name
"

Street. City. State, Zip

Electronic Signature

Date Signed
Complete if not using

electronic signature

to be

Since Last (list)

Date Member
Left Board

Date Member
Left Board

4

If an existing board member has changes to their name or contact information, the
“Governing Board Members with Changed Contact Information” portion of
Section Ill on page 2 must be completed.

If a board member has been removed from the board since the last time the form
was submitted, the “Governing Board Members to be Removed Since Last
Submission” portion of Section Il on page 2 must be completed.

15



Questions

Website: https://dpi.wi.gov/parental-education-options/choice-

programs

Email: privateschoolchoice@dpi.wi.gov

Phone: 1-888-245-2732 ext. 3

‘ﬂ__

If you have any questions about the information discussed in this training, please
see the Private School Choice Programs homepage. The left menu bar of the
Private School Choice Programs homepage has resources for both schools and
parents.

Choice schools may also contact the Choice team at
privateschoolchoice@dpi.wi.gov, or call the toll-free number at 1-888-245-2732,
extension 3 with questions.
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